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Welcome 
 

■ Non-profit Center Staff Introductions 

 

■ Services provided by Non-Profit Center to all CDGA funded 

agencies 

 

■ Non-Profit Center survey 
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Community Development  
Grants Administration  
 

• Steve Mahan – CDGA Director 

• Mario Higgins – Associate Director 

• Monique Lofton– Grant Compliance Manager  

 

• Program Officers  

• Ah Ong Cha - 5534, axcha  

• Deanna Wilbern – 8145, dwilber 

• Maria Pellerin –3847, mpelle 

• Matt Balistrieri –2337, mbalis 

• Mary Richardson – 3824, mricha 

• Jeremy Belot – 5566, jbelot 
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Original Budgets/Budget Amendments 
 

 

 - Ah Ong Cha 
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Original Budget Components  

Generally, Original Budgets are comprised of the following forms: 
 

• Budget Forecast  

• Justification Forms per cost category 

• Activity & Outcome Measurement Workplan 

• Project Activity Report with monthly targets 

• Board of Directors Roster – Include DUNS # 

• Staff Roster - Please make sure employees claimed are actually budgeted. 

• Insurance Packet 

• Certified Contractor Registration (CCR)   
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Original Budget                     VS                    Budget Amendment 
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Budget Amendment 
Request Form 
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Please make sure employees 

claimed are actually budgeted. 
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Make sure employees claimed are 

actually budgeted. 
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Other pieces… 

 

Depending on the grant your agency receives from CDGA, you may need 

to submit additional documents with your original budget.  

 

Make sure to always check with your Grant Monitor. 

 

Provide email and phone number for employees that prepare Cost Report 

and Activity documentation to grant monitor.  
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Community Based Development 

Organizations  (CBDOs) 
 

 – Mario Higgins 
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24 CFR  § 570.204 
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Contracts  

 

 - Maria Pellerin 

• Contracts 

• Attachment C 

• Systems for Award Management (SAMS) 
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CONTRACTS 
 

• Read the contracts 

• Contracts need to be fully executed before any payments or cost reports can be 

submitted to CDGA 

• Fully executed contracts require the agency signatures, CDGA signature, 

Comptroller, and the City Attorney signature 

• Circulate the contracts, or pertinent sections to the responsible staff 

• Most program guidelines, reporting requirements, and activity reporting 

information is outlined within the contracts 

• Pay for performance guidelines are explained 

• Most of the forms referred to within the contract can be found on CDGA’s 

website   

• Other Federal guidelines and requirements are also contained in the contract  
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Attachment C 
 

• Use the Attachment C found in the contract as a guide for: 

• Due dates of required reports, 

• Submission deadlines for budget amendments, 

• Dates for other requirements throughout the year. 

• Add reporting deadlines to calendar! 
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System for Awards Management 
 

• Registration is required by all entities receiving Federal funds 

• Required by the Federal government www.sam.gov/portal/SAM Federal website 

• Be aware of renewal time each year. The SAM system does require a yearly 

renewal/verification 

• CDGA cannot allow contracts to be disbursed if the agency Registration has 

expired 

• CDGA cannot make payments to an agency if their registration has expired 

• Contractors, subgrantees, and subcontractors that have been procured with 

Federal funds need to be checked in the Excluded Parties List system, which is 

also on the SAM website, to confirm that the contractor hasn’t been excluded from 

being eligible to receive Federal funding.  Print verification page for the file.  
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Insurance Requirements  

 

– Matt Balistrieri 
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Insurance  

Requirements 
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Insurance  

Requirements 
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Insurance  

Requirements 
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Certificate of  

Insurance 

Additional Insured 

Certificate Holder 

Must match 

signature on 

Affidavit regarding 

cancellation 

provisions 

 

Insurance 

Provider(s) that 

Authorized Rep is 

affiliated with 
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AFFIDAVIT REGARDING 

CANCELLATION PROVISIONS 

COPY OF CANCELLATION 

POLICY MUST BE PROVIDED 

Name of Insurance 

Company 

Name of 

Authorized  

Insurance Rep 

Name of Funded Organization 

Matching 

Signature of 

Authorized  

Insurance Rep on 

Certificate of Ins. 
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Monthly Reporting Documents 
 

- Mary Richardson 
• Cost Report - Required monthly  

• Schedule of Paid Cost 
• Incl. supporting documentation 

• Paychex, time effort, receipts, invoices 

• Project Activity Report 
• Direct Benefits form (CDA-35) 

• Back up Documentation according to activity, ie. Youth Services – new 
attendee listing 

 

36 



Cost Report 
(Page 1) 
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• All agencies are required 

to submit time sheets for 

their first cost reports.  
 

• If the agency submits 

more than one month on 

their first report then time 

sheets are required for 

every month submitted on 

that first report.  
 

• Inconsistencies with 

reporting actual hours 

worked and the 

percentages claimed, will 

lead additional time 

sheets after the first 

report. 



Cost Report 
(Page 2) 
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Agency Rep Signature 

Required 



Schedule of 
 Paid Cost 
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Eligible Expenses 

from Approved Budget 
• Proper back up 

• Invoices/receipts 

• Check #s 

• Dates 

CD000000043 
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Example of Disallowance 

Letter from Comptroller’s 

Office 
 

Update future Cost 

Reports to totals stated 

in the disallowance letter 
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Time Effort 
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• Time Effort – Submit 

with First Cost Report 

 

• Copy of this form now 

on CDGA website 



Project  

Activity 

Report 
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Direct Benefits 
form (CDA-35) 
  

• Back up Documentation 
according to activity, ie. Youth 
Services – new attendee listing 

 

• Double check beneficiaries info 
adds up to the total on the 
activity report being reported for 
that month. This prevents the 
activity from being reported in 
our HUD system in a timely 
manner.  

 

• Activity report numbers from 
January thru November are 
reported into HUD’s reporting 
system and can not be changed 
in December.  
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Section 3 and Monthly Narrative 

Reporting 
 

- Mario Higgins 
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Overview 
 

• Purpose of Section 3 and Vicinity Hiring Preference 

• Section 3 Requirements and Responsibilities 

• How Does Section 3 and Vicinity Hiring Preference Apply? 

• Vicinity Hiring Preference 

• Tips to Overcome Obstacles 

• Questions and Answers 
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Purpose of Section 3 
  

“To ensure that employment and other economic 

opportunities generated by certain HUD financial assistance 

shall, to the greatest extent feasible, and consistent with 

existing Federal, State and local laws and regulations, be 

directed to low and very low-income persons, particularly 

those who are recipients of government assistance for 

housing, and to business concerns which provide economic 

opportunities to low- and very low-income persons.” 
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What Section 3 is NOT….. 
 

• Not race or gender specific 

• Not an entitlement for eligible individuals and businesses 

• Not only applicable to direct recipients 

• Not optional – It’s the Law! 
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Applicability for Housing & 
Community Development Programs 
  

Threshold:  

• $200,000 for grantees and sub-recipients 

• $100,000 for contractors and subcontractors 

• Housing rehabilitation (including lead-based paint abatement) 

• Housing construction 

• Demolition 

• Other public construction 
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Activities Covered 
  

CDBG 
• Housing Rehabilitation 

• Infrastructure 

• Public Services 

• Public Facilities 
  

HOME 
• Housing Rehabilitation 

• New Construction 
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Applicability to Entire Project 
  

• Section 3 requirements apply to the entire project or 

activity that is funded with Section 3 covered 

assistance, regardless of whether it is fully or partially 

funded with Section 3 Covered assistance. 
 

Example: leveraged private funds with other programs 

• If a project budget is $500,000, and of that, $250,000 

is NSP, $150,000 is state funded, and $100,000 is 

private bank loans, Section 3 requirements will apply. 
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Definitions  
 

Section 3 Resident 

• Public Housing Resident, or 

• Resident of metro area or non-metro county in which the 

Section 3 covered assistance is expended, and who 

qualifies as a low-income or very low-income person. 
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Definitions (cont.) 
 

Section 3 Business Concern: 

• 51% or more owned by Section 3 Residents, OR 

• 30% of employed staff are Section 3 Residents, OR 

• 25% of subcontracts committed to Section 3 Businesses 
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Numerical Goals 
 

Employment: 
• 30 percent (30%) of new full-time hires annually (means 1 out 

of 3 new hires should be qualified Section 3 residents) 
  

Contracts: 
• 10 percent (10%) of the total $ amount of all Section 3 

covered contracts for building trades work 

• Three percent (3%) of the total dollar amount to all other 

contracts, like professional services contracts 
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Responsibilities 
  

• Implement procedures designed to meet Section 3 requirements 

• Have a plan 

• Notify Section 3 Residents and Business Concerns about training 

and employment opportunities 

• Notify contractors and incorporate the Section 3 clause language 

• Facilitate training and employment of Residents 

• Award contracts to Section 3 Businesses 

• Document actions to comply 

• Submit Annual Summary Report 

57 



How Does Section 3 Apply? 
  

A contractor is awarded 5 separate contracts of $60,000 

each to rehab 5 houses. 
• Section 3 applies to the Grantee if they received more than 

$200,000, since each contract is under $100 000 the 

contractor does not share the 100,000, responsibility, only falls 

on the recipient (Grantee) 

• HOWEVER, the recipient is still responsible for meeting its 

Section 3 goals, so it should award 10% of its contracts to 

Section 3 qualified business concerns. 
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Comptroller’s Office  
 

– Winifred Wilks 

• Cost Allocation Plans 
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Additional CDGA Staff 
 
Rebecca Rabatin  
• City of Milwaukee Americans with Disabilities Act Coordinator 
• Contact with questions regarding ADA Regulation for Federally Funded Organizations 

• 286-3475, rrabat@milwaukee.gov 
 

Jessica Langill 
• Equal Rights Specialist 
• Contact with questions regarding Equal Access & Gender Identity Rules 

• 286-5532, jlangi@milwaukee.gov 
 

Patricia Ruiz-Cantu 
• Community Outreach Manager 
• Contact with questions regarding issues within neighborhoods 

• 286-5626, paruizc@milwaukee.gov 
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 Where to find CDGA Forms 
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THE END 

 

Thank you for all your work to improve Milwaukee 

neighborhoods! 
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